Previous (2006)| Previous Record Current (2007) Current General Records
RDA Number Series Title RDA Number Current Record Series Title Schedule Retention Period Event Description Disposition
002 Policy Manual ADMO00023 Internal Policies and Procedures Administrative Records General Schedule |Event + 7 years Event is the date the policy and Destroy
procedure is superseded or made
obsolete
005 Minutes and Meeting ADMO00025 Boards, Councils, or Commissions Administrative Records General Schedule |Creation + 5 years Transfer to WHS
Materials
006 General Correspondence ADMO00010 Non-Appointed Staff Business-Related Administrative Records General Schedule |Creation or receipt + 1 year Destroy confidential
Correspondence
007 Director/Assistant Director’s ADMO00025 Boards, Councils, or Commissions Administrative Records General Schedule |Creation + 5 years Transfer to WHS
Reports
009 Meeting Records — Internal ADMO00027 Team, Project, or Workgroup Documentation — Administrative Records General Schedule |Creation + 2 years Destroy
Staff Internal and Routine Activities
010 Procedures ADMO00027 Team, Project, or Workgroup Documentation — Administrative Records General Schedule |Creation + 2 years Destroy
Internal and Routine Activities
011 Planners/Calendars ADMO00005 Calendars and Schedules — Non-Appointed Staff Administrative Records General Schedule |Creation + 1 year Destroy confidential
014 Grant Files ADMO00013 Grant Documentation Administrative Records General Schedule [Event + 4 years Event is date of final report or Destroy confidential
notification of denial
018 Compliments/Complaints/Sug ADMO00007 Complaints (External) not regulated by state or federal |Administrative Records General Schedule |Event + 2 years Event is complaint resolution, Destroy confidential
gestions requirements dismissal, or end of litigation
020 Strategic Planning — ADMO00007 Complaints (External) not regulated by state or federal |Administrative Records General Schedule [Event + 2 years Event is complaint resolution, Destroy confidential
Development Documentation requirements dismissal, or end of litigation
021 Strategic Planning — Final ADMO00007 Complaints (External) not regulated by state or federal |Administrative Records General Schedule |Event + 2 years Event is complaint resolution, Destroy confidential
requirements dismissal, or end of litigation
022 Open Records Requests ADMO00022 Open Records Requests and Responses Administrative Records General Schedule |Event + 3 years Event is when response is provided Destroy confidential
023 Contracts PUR00010 Contract and Request for Bid/ Proposal File Purchasing & Procurement General Event + 6 years Event is end date of resulting contract |Destroy confidential
Note: some of ETF's contracts alsohave their own RDAs |Schedule or cancellation date of contract or
bid/proposal
024 Leases PUR00010 Contract and Request for Bid/ Proposal File Purchasing & Procurement General Event + 6 years Event is end date of resulting contract |Destroy confidential
Note: some of ETF's contracts alsohave their own RDAs |Schedule or cancellation date of contract or
bid/proposal
027 Staff/System Newsletters ADMO00015 Internal Newsletters Administrative Records General Schedule |Creation + 1 year Destroy
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030 Annual Financial Report/Audit FIS00001 Audit Reports, Agency Responses and Audit Finding Fiscal & Accounting Related Records Event +3 Event is the date of issuance of final Destroy
Resolutions General Schedule report
031 Monthly Financial Reports ADMO00001 Routine Activity and Production Reports Created by Administrative Records General Schedule |Creation + 1 year Destroy
Individuals or Work Units
032 Accounts Payable/Receivable FIS00020 Receipts and Disbursement Transactions Fiscal & Accounting Related Records Fiscal + 6 years Event is end of fiscal year Destroy
General Schedule
033 Journal Entries/General FIS00020 Receipts and Disbursement Transactions Fiscal & Accounting Related Records Fiscal + 6 years Event is end of fiscal year Destroy
Ledger General Schedule
034 Balance Sheet FIS00020 Receipts and Disbursement Transactions Fiscal & Accounting Related Records Fiscal + 6 years Event is end of fiscal year Destroy
General Schedule
035 Deposit Slips and Cancelled FIS00027 Paid/Canceled Checks Fiscal & Accounting Related Records Event + 7 years Event is month paid Destroy confidential
Checks General Schedule
036 Invoices FIS00020 Receipts and Disbursement Transactions Fiscal & Accounting Related Records Fiscal + 6 years Event is end of fiscal year Destroy
General Schedule
037 Purchase/Order Records PUR00010 Contract and Request for Bid/ Proposal File Purchasing & Procurement General Event + 6 years Event is end date of resulting contract |Destroy confidential
Note: some of ETF's contracts alsohave their own RDAs |Schedule or cancellation date of contract or
bid/proposal
038 Sales Records FIS00020 Receipts and Disbursement Transactions Fiscal & Accounting Related Records Fiscal + 6 years Event is end of fiscal year Destroy
General Schedule
039 Cash Receipts FIS00020 Receipts and Disbursement Transactions Fiscal & Accounting Related Records Fiscal + 6 years Event is end of fiscal year Destroy
General Schedule
040 Petty Cash Vouchers FIS00020 Receipts and Disbursement Transactions Fiscal & Accounting Related Records Fiscal + 6 years Event is end of fiscal year Destroy
General Schedule
041 Bank Statements and FIS00020 Receipts and Disbursement Transactions Fiscal & Accounting Related Records Fiscal + 6 years Event is end of fiscal year Destroy
Reconciliation General Schedule
043 State Tax Returns FIS00026 Tax Records Fiscal & Accounting Related Records Fiscal + 6 years Event is end of fiscal year Destroy confidential
General Schedule
044 Payroll Deduction/Liability PAY00021 Employee Payroll & Benefit File — Agency Specific Payroll & Related General Schedule Event + 7 years Event is after employee leaves the Destroy confidential
Records agency due to retirement, transfer, or
termination
045 Insurance Policies RISK0025 Property Insurance Policies (General & Excess) Risk Management & Related Records Event + 30 years Event is policy effective date Destroy
045 Insurance Policies RISK0035 Liability Insurance Policies (General, and Excess) Risk Management & Related Records Event + 75 years Event is policy effective date Destroy
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046 Request for Bids, Proposals PUR00010 Contract and Request for Bid/ Proposal File Purchasing & Procurement General Event + 6 years Event is end date of resulting contract |Destroy confidential
and RFP Note: some of ETF's contracts alsohave their own RDAs |Schedule or cancellation date of contract or
bid/proposal
047 W-2 Forms PAY00016A Payroll/Leave History Reports — Agencies Payroll & Related General Schedule Creation + 10 years Destroy confidential
048 Employer Contributions to PAY00012 Payroll Inputs and Reports Payroll & Related General Schedule Creation + 5 years Destroy confidential
Retirement Accounts
049 Electronic Funds Transfer PAY00021 Employee Payroll & Benefit File — Agency Specific Payroll & Related General Schedule Event + 7 years Event is after employee leaves the Destroy confidential
agency due to retirement, transfer, or
termination
050 Payroll Summaries PAY00011 Payrolls and Payroll Registers Payroll & Related General Schedule Creation + 4 years Destroy confidential
051 Payroll Records PAY00011 Payrolls and Payroll Registers Payroll & Related General Schedule Creation + 4 years Destroy confidential
052 Blueprints/Building FAC00015 As-Built Plans and Original Building Drawings for Facilities Management and Related Retain for the life of the structure Transfer to WHS
Plans/Final Specifications Completed Construction Projects Records
055 Hazardous Material Safety RISK0048 Safety Data Sheets (SDS) Risk Management & Related Records Event +0 Event is superseded, for chemical Destroy
Data Sheets related- retain for 30 years after
discontinued use
056 Security Log FAC00086 Security or Incident Reports Facilities Management and Related Event + 3 years Event is after date the investigation is |Destroy confidential
Records closed and forwarded to police
057 Surveillance Recordings FAC00082 Monitoring and Surveillance Recordings Facilities Management and Related Retain for 120 days Destroy
Records
058 Vehicle Files FLEETO13 Motor Vehicle Cost Accounting Records Fleet and Aircraft Management Records |Event + 1 year Event is date the vehicle is disposed Destroy
060 Personnel Files HRO00190 Official Personnel File Human Resources and Related General  |Event + 8 years Event is the termination date of state se{ Destroy confidential
Schedule
061 Interview Materials for Non- 0013 (previously HROO|Recruitment and Selection Related Records Human Resources and Related General  |Event + 4 years Event is date of completion of Destroy confidential
Hires Schedule recruitment or the date agency
decision to no longer recruit for the
naosition
062 Open Application Files HR000022 Unsolicited Resumes and General Expressions of Human Resources and Related General |Creation + 6 months Destroy confidential
Interest in Employment Schedule
063 Withholding Forms PAY00021 Employee Payroll & Benefit File — Agency Specific Payroll & Related General Schedule Event + 7 years Event is after employee leaves the Destroy confidential
agency due to retirement, transfer, or
termination
064 Health Plan Applications PAY00021 Employee Payroll & Benefit File — Agency Specific Payroll & Related General Schedule Event + 7 years Event is after employee leaves the Destroy confidential

agency due to retirement, transfer, or
termination
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065 Union Membership HR000105 Local Union Agreements Human Resources and Related General  [Event + 5 years Event is date local agreement is Destroy confidential
Schedule superseded or expired
066 1-9 File HR000026 Federal I-9 Forms Human Resources and Related General |Event + 3 years (after date of hire) Destroy confidential
Schedule or 1 year after termination,
whichever is longer
067 Staff Work Schedules ADMO00005 Calendars and Schedules — Non-Appointed Staff Administrative Records General Schedule |Creation + 1 year Destroy confidential
068 Time and Attendance PAY00009 Time & Leave Entry Systems Payroll & Related General Schedule Creation + 5 years Destroy Confidential
069 Vacation and Sick Leave PAY00012 Payroll Inputs and Reports Payroll & Related General Schedule Creation + 5 years Destroy confidential
Calculator and Report
070 Time Off/Vacation Requests PAY00012 Payroll Inputs and Reports Payroll & Related General Schedule Creation + 5 years Destroy confidential
071 Employee Injury Records RISKO010 Worker’s Compensation Claims Case Files Risk Management & Related Records Event + 30 years Event is date claim is closed Destroy confidential
072 Grievances HR000110 Non-Represented Employee Grievances, Appeals Human Resources and Related General  |Event + 5 years Event is date grievance resolved Destroy confidential
Schedule
073 Union Contract Negotiation HR000105 Local Union Agreements Human Resources and Related General |Event + 5 years Event is date local agreement is Destroy confidential
Files Schedule superseded or expired
074 Workers Disability RISKO010 Worker’s Compensation Claims Case Files Risk Management & Related Records Event + 30 years Event is date claim is closed Destroy confidential
Compensation Files
075 Job Descriptions 0190 (previously HROO|Official Personnel File Human Resources and Related General |Event + 8 years Event is termination date of state Destroy confidential
Schedule service
076 Volunteer/Community Service HR000191 Volunteer and Unpaid Internship Documentation Human Resources and Related General  |Event + 2 years Event is date the volunteer or intern | Destroy confidential
Files Schedule completes their assignment
077 Continuing Education & HR000185 Tracking Systems for Training Human Resources and Related General  |Event + 5 years Event is date the employee leaves the |Destroy confidential
Training Schedule organization
078 User Accounts 1T000032 User Access Requests and Authorizations Information Technology and Related Event + 2 years Event is departure of employee Destroy confidential
Records requesting authorization
079 Confidentiality Form 1T000033 Employee/Contractor/Vendor Responsibility Information Technology and Related Event + 8 years Event is departure of employee, Destroy confidential
Acknowledgement Agreements, Trusted Use Records contractor or vendor
Agreements
080 Logon ID Request 1T000033 Employee/Contractor/Vendor Responsibility Information Technology and Related Event + 8 years Event is departure of employee, Destroy confidential

Acknowledged by User

Acknowledgement Agreements, Trusted Use
Agreements

Records

contractor or vendor
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081 Security Reports 1T000026 Access Logs Information Technology and Related Creation + 1 year Destroy confidential but NOT
Records before relevant audit or incident
litigation issues have been
resolved and documentation
requirements have been met
082 Network Usage Logs 1T000026 Access Logs Information Technology and Related Creation + 1 year Destroy confidential but NOT
Records before relevant audit or incident
litigation issues have been
resolved and documentation
requirements have been met
083 Electronic Equipment FISO0050 Inventories - Capital Equipment, Supplies, Fiscal & Accounting Related Records Fiscal + 4 years Event is end of fiscal year Destroy
Inventory Commodities and Parts General Schedule
084 Web/Intranet Files 1T000042 Web Management and Operations Information Technology and Related Event +0 Event is superseded or website is Destroy
Records updated
085 Library/System Website 1T000042 Web Management and Operations Information Technology and Related Event + 0 Event is superseded or website is Destroy
Records updated
086 Order Records FIS00020 Receipts and Disbursement Transactions Fiscal & Accounting Related Records Fiscal + 6 years Event is end of fiscal year Destroy
General Schedule
099 Monthly ILL Transactions- ADMO00001 Routine Activity and Production Reports Created by Administrative Records General Schedule |Creation + 1 year Destroy
Borrowing Statistics Individuals or Work Units
100 Monthly Statistics on Items ADMO00001 Routine Activity and Production Reports Created by Administrative Records General Schedule |Creation + 1 year Destroy
Lent by Member Libraries Individuals or Work Units
105 Reference Statistics ADMO00001 Routine Activity and Production Reports Created by Administrative Records General Schedule |Creation + 1 year Destroy
Individuals or Work Units
107 Publicity, Design, and FIS00020 Receipts and Disbursement Transactions Fiscal & Accounting Related Records Fiscal + 6 years Event is end of fiscal year Destroy
Production Requests General Schedule
120 System Advisory Board ADMO00025 Boards, Councils, or Commissions Administrative Records General Schedule |Creation + 5 years Transfer to WHS
Meeting Records
127 Training and Workshop ADMO00012 Training/Course Materials Administrative Records General Schedule |Event + 0 Event is superseded or no longer Destroy
Records needed
129 Registration Forms ADMO00012 Training/Course Materials Administrative Records General Schedule |Event + 0 Event is superseded or no longer Destroy
needed
130 Workshop Statistics ADMO00001 Routine Activity and Production Reports Created by Administrative Records General Schedule |Creation + 1 year Destroy

Individuals or Work Units
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